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5. DEFINITIONS:  
 

5.1 IDP – Individual Development Plan.  The IDP documents planned training 
designed to supply professional development for each FAO employee.  The 
IDP is the result of collaborative planning between the employee and FAO 
management. 

 
5.2 TTQR – Technical Training & Qualification Record.  This record documents 

training received by all technical employees per Reference 4.3.  Procedures 
for completing the TTQR appear in References 4.3 and 4.4. 

 
5.3 CHRIS – Corporate Human Resources Information System.  The CH Office 

of Human Resources operates this electronic management system.  The 
system is designed to facilitate training registration, approval, and tracking for 
Chicago Operations Office employees.   

 
5.4  ESS – Employee Self Service.  This feature in CHRIS enables employee 

access to personal human resources information for purposes of information, 
updating, and training registration and tracking. 

 
6. RESPONSIBILITIES: 
  

6.1 FAO Manager (or designee) 
 

6.1.1 Prepares position descriptions for each FAO position/employee. 
 

6.1.2 Defines specific knowledge, skills and abilities (KSAs) required for 
each position. 

 
6.1.3 Assesses the level at which each FAO employee meets the KSA 

requirements of his/her position based upon performance and 
previous training. 

 
6.1.4 Reviews and approves an Individual Development Plan (IDP) for each 

FAO employee, which is reviewed with each employee at least once a 
year. 

 
6.1.5 Coordinates with FAO personnel to assure that training or other 

developmental activities are scheduled to meet IDP and Reference 
3.2 and 3.3 objectives. 

 
6.1.6 Approves/Disapproves FAO training nominations. 

 
6.1.7 Sign the Technical Training and Qualification Record (TTQR) for all 

technical staff as each step of the qualification program is completed 
(See References 4.3 and 4.4). 

 
6.2 Administrative Assistant 
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6.2.1 Maintains contact with the CH Training Coordinator and other CH or 
DOE personnel involved with training, and stays current on available 
training and development opportunities. 

 
6.2.2 Maintains a profile for each FAO staff member showing specific 

training, which has been completed to meet job requirements as well 
as any other training taken. 

 
6.3 FAO Technical Staff 

 
6.3.1 Prepares and maintains personal IDP. 
 
6.3.2 Plans progress, including course selections and schedules toward 

completing TTQRs, which include the following components: 
 

a. Technical Base Qualifications; 
b. Functional Area Qualification Standard; and a 
c. Site-Specific Qualification Standard. 

 
7. PROCEDURES: 
 

7.1 Individual Development Plans (IDP) 
 

7.1.1 FAO employees will develop and maintain an IDP with the 
concurrence and approval of the FAO Manager or the employee’s 
Supervisor.  IDPs will be completed using the DOE electronic 
Employee Self Service at https://mis.doe.gov/ess/.  Employees will 
need a login identification and password for access. 

 
7.1.2 Approved copies of the IDPs should be filed in FAO personnel files. 

 
7.1.3 IDPs should be reviewed on an on-going basis and revised as agreed 

upon by the employee and the FAO Manager. 
 
 7.2 Training Notification 
 

7.2.1 The CH Bulletin Board will post notifications of training courses and 
schedules. 

 
7.3 Training Nomination Process 
 

7.3.1 A minimum of two weeks prior to the start date of a course, employee 
will complete a Training Nomination in the HR Applications Suite 
Training Registration System. 

 
7.3.2 Once the nomination is saved into the Registration System, the 

system electronically forwards the nomination to the employee’s 
Supervisor. 

 
7.3.3 The Supervisor will approve or disapprove the training request.  If 

approved, the nomination will go electronically to the Employee 
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Development Office.  If disapproved, the employee will receive a 
message alerting them of the disapproval. 

 
7.4 Technical Training and Qualification Record (TTQR) 

 
7.4.1 The TTQR defines the qualification requirements for all FAO technical 

staff in accordance with References 4.2, 4.3 and 4.4. 
 

7.4.2 The technical staff shall complete and update the TTQR according to 
the procedures in References 4.3 and 4.4. 

 
7.4.3 The FAO Manager will review and approve the TTQRs according to 

the procedures in Reference 4.3 and 4.4. 
 

7.5 Maintaining Qualifications/Continuing Training 
 

7.5.1 FAO employees that are responsible for ES&H oversight shall 
continually maintain/improve their knowledge of ES&H issues relevant 
to Fermilab by completing training, as available, in subject areas such 
as: 

 
• Occupational Safety and Health 
• Radiation Safety 
• Environmental Protection 
• Hazardous materials 
• Electrical Safety 
• Fire Protection 
• Safety Management 

 
7.5.2 The commitment to continuing training shall be documented in the 

employee’s IDP. 
 

7.5.3 The FAO Manager may add training to the employee’s IDP or TTQR 
to allow for additional subject matter qualifications. Added expertise 
may enable FAO to reduce its reliance on subject matter experts from 
outside the organization. 

 
8. ATTACHMENTS/APPENDICES :  None 

 
 
 
 

 


